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25X1A9a _ Administrative Offiser

1.

CONFIDENTIAL

Administration:

——#s Property Officer. (All requisitions)

e.

and

Se

all

[ ad

b transpertation orrrcer [ or i

e. Flagnce Qfficar. (Clear expense vouchers through)
d. feneral adminiaztration of outer office.

e. 3upervision of files, particularly adminlstretive
and treining.

~-Le Seecurity offlger.

Tral nirg; 3

 §~ Responsibllity for one-day Indeetrimastion Coursa.

be Bebeduling and arrangement of classroomz.

LS. Assisting the ¥xecutive loi Staff Traialng in sehiedul ing
Tunning organiped courses,

4. Lecturing in staff gourses whea required.
8. Assliating In undercover training when required.

Meanuel snd Resasrch:

&s Responsible for &ll manusl flles

b, Assistent Librerian {will keep adequats records on
Books, films, ste.)

¢+ Reaponsible for research in field of propaganda.
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1. Assesment)

The supervision of sll Assessaant, vhether overt
w&wt(mthaamotmmtusw&m however }
sssesaxent will Yo done wunder the é:..rne!;!.an o
tne Exgoutive for Mdsrcover o)

s Constent research in new amsessment teshaigues,
irzzci\;&ns validation studiea of pepfoymmndss in the
Hliie

}m to BT re aetmu and won oxiers frm
the &w mﬁﬁ gmm% &l treine
ing of :mmt porsormel, wiing undereover mssessors.

Ay lsoturing in Staffl Courses that may Le neces~

sary in oannesction with porsonnel jrocurguent and evalus-
tlon,

8¢ The preparetion and filing of all required reports.

Lo e llaisen, withiu oy cutelde 53U, nessssary to
sarry out the above dutisa.
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8 70 assist the Executlive for Steff Training and to
act Tor &him in hls abaence,

Ue TOo &@sume particular responalblility for the security
of Staff Treining and for any staff treining in Countere
Intellisence Techniques, ‘hotography, snd Investlizative Alds,.

£+ To assisat ln any undercover training that may be neces-
sary, whon so directed,

4. To naintaln the necesasry liaison within 35U 1a order
to carry out the above duties,

2. Reaeerch and iHanual:

&, To be responsible [{or lhe manual section on Photog-
raphy &nd Investigative Alds.

ke To prepare leotures or other sections uf the munual
upon request,

8. 7o prepare and have in constant readiness the neces-
88ry agnigm&nt for undercover treining in "hotogrephy and
investizgative Alds.

g« To prepare other tralning materials when requosted,

8. To be responsible {or constent research in the flelis
of tounter-intelllgence, coumunicetions, and investizotive
taghniquss,

£+ To maintaln the necessury llalson to carry out tue
stove dutles,

POMTE
SO R S
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3o Zrataing:
2+ The swervisien of undercover training, Lneluding:

(1) The inivial p of trainilng assifnments
in n-menu‘ wtion with Wm invelved Seeurd by,
sut § to the vrovisions of the FARO and Training
50r1s on procedurss for Underdover Training.

(8) Tue easlgmaent of spprepriste instructors foy
saol: j’bv

{3) The preperetion of aww this sonatant
supervision of sach undercover Sraining ssalgnment.

{(4) The setting w and supereizion of undersover
asnonmment, when requestsd, with the Rxequstive for
Aspoasaent,

{3) e prepavtion of all teaching zatsrials
necessary Tor esch s2ialroment,

(§) Upen letlon of sueh asxsigmaent, the prapare
ation ol the ssaery reports and svaluations,

(7) on ceceslon, the inskruction of undercover
personnsl, Insludisg undersever tubtors,

{(6) Ttmmaintenance of the necessary iles eand
rogords on undersover tweinin:.

{9) The liaison within 537 and with eutasida agencles
Asoeassry to the conduat of the above dutisa,

« Any assistemce in Star? or Spedial Traiaing thet may
and feasible.

H £ 3 “A 5 < * ;
LA AT 3 VAL XA ey o

o Tho responsiblllity for thie manusl section on intelliw
& objectives and reporting.

o The preparation of lectures for other sections of
the &m when reqested.

8¢ In sooperation with the dxesutive for SSaff Traluing,
| $ respareh in clandentine Sschniques,

k ; MW ;&b%%a or ﬁﬂoﬁm" sagencins

CONFIDENTIAL
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1. ZIrsialag
as The setting up and supervision of:

(1) Intelligmmce Couraes (01d %&
(To assume responaidility al’ complietion
of surrent course,
() Any steff courss set wp in future (e.3. CI, Op.

- desk “lv)
(’ ‘ Training {(Supsrvision and handling of
tutorial . ing in Que Building.)

be The necessary instrustion ia any of »bovs.

8+ When directed, instruction of undercover eperators,
including wndercover tulors.

- 1 liaisen within 35U necessary in the condust of
the Rbove duties.

B.

‘ Responsibvilisy for the manual section oa BSearet
Int *noe, '

b. Research files on Burops, Hear Eest, Africa, Russia.

8¢ Preparstion of leetures for other seotioms of :enual,
when regquanted, "

Preparation of teashing naterials for undercover
truﬁng when resguested.

9s Constant researsh, in eccoperation with the Executive
Lfor gﬁm Training, in operationsl teehalgues, both
positive and defensive, ¥his researeh should inelude inter-
views vith men resurned fyom overseas as well as efforts $o
validate teochnigues used in the fleld,

é. listiaon within 337 necessary o cerry gut the
above duties,

CONFIDENTIAL
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